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Item 
No. 

Description Retention 

COMMERCIAL SITES 
Engineering requirements and Public Works 

correspondence, site plans, recorded plats, Public 
Works Agreement and drainage studies. 
File Arrangement: Alphabetically 

BUILDING PERMIT APPLICATIONS 
Engineering requirements and Public Works 

correspondence, site plans, Public Works Agreement. 

Retain for 5 years, then 
destroy 

Retain for 5 years, then 
destroy 

Fiie Arrangement: By year, then by numerical 
application 

ZONING ITEMS 
Engineering requirements for rezoning petitions, 

zoning petition plans. 

File Arrangement: Zoning item number and year 

SCHOOL 
Engineering requirements and Public Works 

correspondence, site plans, drainage studies. 

File Arrangement: Alphabetically 

APARTMENTS 
Engineering requirements and Public Works 

correspondence, preliminary and tentative plats, 
record plats, onsite drawings, Public Works Agreement, 
drainage studies, sewer studies. 
File Arrangement: Alphabetically 

Retain for 5 years, then 
destroy 

Retain for 5 years, then 
destroy 

Retain for 5 years, then 
destroy 

Schedule approved by Department, Agency or Division Representative 

Schedule Authorized by Ha 11 of Records Commission Disposal Authorized by Board of Publ ic Works 

Date Secretary 
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Description Retention 

6. RESIDENTIAL SUBDIVISION Retain for 5 years, then 
destroy Engineering requirements and Public Works 

correspondence, preliminary and tentative plats, 
record plats, Public Works Agreement, drainage studies, 
sewer studies, grading plans • 
File Arrangement: Alphabetically 


